[image: ]



Policies, Procedures and Information Documents

Link your Centre documents to this document or include hard copies. These policies and procedures will need to be reviewed as a minimum by your EQA. 

You can find information about our Mandatory Policies on QualHub

All of the necessary policies are stored <insert location> internally for staff and <insert location> for learners.

Health and Safety policy - The aim of the policy is to minimise the risk of fire, injury to people or damage to property within reasonable limits.

Diversity and Equality policy - The aim of the policy is to set out our commitment to ensuring we adhere to the diversity and equality legislation and principles in our responsibilities as a training provider.

Appeals policy -The aim of the policy is to ensure learners understand what to do should they wish to appeal against a decision in relation to their portfolio of work or their external assessment.

Reasonable Adjustments and Special Considerations policy - The aim of the policy is to ensure any reasonable adjustments and special considerations are provided to the learner irrespective of their sex, marital status, age, religion, colour, race, nationality, ethnic origin or disability. The assessment process will be free from any barriers that unnecessarily restrict access.

HR policies and job descriptions -These documents will detail the requirements and expectations for all roles

Safeguarding policy 

Data Protection/Confidentiality policy

Malpractice policy

Plagiarism policy 

Conflicts of Interest policy 

Withdrawal of product policy

Withdrawal of learner policy

Recognition of Prior Learning policy

Staff Development policy

All policies were updated annually <insert month/ year> these are checked every year and are updated as and when necessary. Appropriate policies, procedures and information is discussed and shared with employees and learners at the time of their Induction.
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